
Page 1 of 4 

Job Aid: 
How to Search for an Open Solicitation 

by Department 
 

 
 

Please Note: You do not have to be logged in to perform this task. You do have to be logged in to Track an 

Open Solicitation on your Comm-PASS desktop. 

Step Screenshot Directions 

1 

 

Select the Solicitations 
tab. 

2 

 

Select the Browse All 
Open Solicitations link. 
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Step Screenshot Directions 

3 

 

Select the By 
Entity/Department link. 

4 

 

Select an Entity by 
clicking on the 
corresponding 
Checkmark box in the 
right hand column. 
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Step Screenshot Directions 

5 

 

Select a Department by 
clicking on the 
corresponding 
Checkmark box in the 
right hand column. 

6 

 

To view the record for a 
Departmental contract, 
select the Eyeglass icon 
in the right hand column. 
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Step Screenshot Directions 

7 

 

The Summary tab is the 
first part of the Open 
Solicitation record in view.  
Take note of the Document 
Number in top left hand 
corner of record; this will 
help to find the solicitation 
more quickly in the future 
and SmartBid Subscribers 
may also Track this record 
on the Comm-PASS 
desktop by selecting the 
Track Solicitation on My 
Desktop Link. 
 
See job aid How to Read 
an Open Solicitation for 
understanding how to read 
the Open Solicitation 
posted. 

 


